Instructions for Using Microsoft Wordiail Mergeand OPAL Exports
to Approve and Deny Open Enrollment Applications

Step 1: Export the Data

There are three steps for preparing approval and denial letters using a Microsoft Word mail merge with data
exported from OPAL.

Step 1: Export the Data
Step 2: Create the Templae
Step 3: Prepare the Letters Using Mail Merge

1. Sign into OPAL. Go tbeApprove or Denyab. [Use the tab undeAppsfor regular applications or
underAlt Appsfor alternative applicationsfEnter approval or denial for each pupil for whom you wish
to create a letter. For pupils who are denied, enter the reason for deBialsure to SAVE.

Logged in as Mary Jo Cleaver

| WiscONSIN DEFARTHENT oF OPAL Open Enrollment for
@ PUBLIC INSTRUCTION Rhinelander (4781)

Mailbox Students | Alt Apps | Apps Exports Contacts
.. School Intent to
All Applications Approve or Deny Letters e —— Attend Data Ent

Applications - Approve or Deny

Logout vear: |20142015 ¥ Student Resident District Rhinelander (4781)
Contact DPI Name: Approved Approved
v | Denied Denied
Grade: Al Grades @ * all of the above * 2l of the above
Mailbox [ Reset | All Reasons T All Reazons
* Transfers In
Transfers Out

Actively Open Enrolled
Al Students

3rd Friday in Sept
Special Education

2nd Friday in Jan 5 applications retrieved

Indicate below whether each student was approved or denied, and indicate the reason if denied.
You still need to click the Save button after approving or denvying!

Apprave Al Deny Alf- N walt st DenNJI - put on wait st | Saw

RfUiE ShEms Student Grade A.I.in( Appr Deny
EELUMMING Students Last ¥r For Grad :

15-0123846-1 |Basil, Josie bt 12

More Reasons
Al Alternative Apps
Lpprave ar Deny

15-0123854-1 |Everly, Joseph ntigo Unified (0140)

Mo space, on weait list (2) ¥ | More Reasons

Enrller 15-0123853-1 |Everly, Julia Maore Reasons |gntigo Unified (01400
Counted in -

Mermbershin 15-0123852-1 |Paprika, Ava Mo space, NO wait list (1) More Reasons
Data Entr 15-0123851-1 |Paprika, Dylan

Maore Reasons

Al Applications
Approve or Deny
Letters

School Assignments
Intent to Attend
Data Entry

Go to Top

Mran Farall T antacte



2. For pupils whose applications are approved to transfer IN, go t&timol Assignmentab. For each

pupil, enter the school assignment and any comments that pertain to that specific(fya wish)
Be sure to SAVE.

Logged in as Mary Jo Cleaver
€2 iuiiic sucTion O7AL Cpes Elns
Rhinelander (4781)
Mailbox Students Alt Apps Apps | Exports Contacts Evcal
All Applications Approve or Deny ASSSi;Eﬁ‘lDE!ntS I:Itt'te;:“tln Data Entry

Applications - School Assignments and Letters to Parents

Logout vear: |2014-2015 ¥ Student Mame:
Contact DPI

Grade: |All Grades v Res Dist:

School;

Select... T
Mailbiox

Search Reset
Actively Open Enrolled

2|l Students 3 students retrieved . J

3rd Friday in Sept p Echpal Selerl L pply to Polle | | Save Changes |

Special Education A B CDEFGHIJKLMNORP

2nd Friday in Jan Student School Assignment Special Bu sident District | Res Dist

Returning Students Basil Tosi Sl = prlDenv
astl, Josie Morthwonds Community Secondary Schoal ¥ Mrs. Smith's homeroom '

Everly, Julia
Al Alternative Apps
Approve or Deny Paprika, Dylan
Enrcliment
Counted in

Mermbership
Data Entry

Crescent Elementary ¥ hdr. Brown

Pelican Elernentary ¥ hds. Doe

Al Applications
Approve ar Deny
Letters

School Assignments
Intent to Attend
Data Entry

Open Enroll Contacts



3.

Click on theexportstab. The data exports are located on the left side of the page.

Logged in as Mary Jo Cleaver

) S CPAL Open Enrollment for
| Mailbox | Students | Alt Apps | Apps | E)(ports Contacts
Exports

Year: 20142015 v

Logout Grade: | All Grades R
Contact DPI .
Available Exports
s Custormn spplication Export
Mailbiox

« Application Exports for Letter Templates

o Approvals
Actively Open Enrolled )
All Students « 38 Recident Approvals (L1017

3rd Friday in Sept
Special Education

| | » 3§ Monresident Approvals/School
2nd Friday in Jan

Assignments (1L103)

Returning Students » 3% plternstive App Nonresident

Approvals/School Assignments (L105)

Al Alternative Apps

Approve or Deny

Enrcliment

Counted in
Mermbership

Data Entry

o Denials

» 3£ Recident Denials (Ligzy

» 2 Nonresident Denials (L1044}

» 3% plternative App Monresident Denials
fLios)

« R lar applications (during Feb-april)

Al Applications
Approve or Deny m—
Lettars o Al Applications
School Assignments
Intent to Attend
Data Entry

&« Approval/Denial Status
& Intent to Attend Report
« Alternative Applications

Open Enroll Contacts o &l Applications

To help you customize letters, we provide exports that can be used with the appropriate letter template.

Letter Templates

« Approvals

o B¥ L101 Resident District Approval Letter.docs

o ¥ L1023 Nonresident District Approval and
School Assignment letter.docx

o B¥ | 105 Nonresident District Alt &pp Approval
and Schoaol Assignment.docs

+ Denials

o B¥ | 102 Resident District Denial letter--Req and
Al Apps.docs

o ¥ L104 Monresident District Denial letter.docs

o ¥ L106 Nonresident District Alt Anp Denial
letter.docx

e Instructions

o Step 1: Export the data

o Step 2: Create your templates

o Step 3: Prepare letters using mail merge




4.

Select the data set you wish to export and click on the link.
) OPAL O — Logged in as Mary Jo Cleaver
B e pen Brnrollment for
ét. PUBLIC INSTRUCTION Rhinelander (4781)
| Mailbox | Students | Alt Apps | Apps | E)(ports Contacts
Exports

Logout
Contact DPI

Mailbox

Mailbiox

Actively Open Enrolled
All Students

3rd Friday in Sept
Special Education

2nd Friday in Jan

Eeturning Students

Al Alternative Apps

Approve or Deny

Enrcliment

Counted in
Mermbership

Data Entry

Al Applications
Approve ar Deny
Letters

School Assignments
Intent to Attend
Data Entry

Open Enroll Contacts

To help you customize letters, we provide exports that can be used with the appropriate letter template.

2012-2013
e B

2010-201M
* AQDDQ-QDm orts for Letter Templates
2008-2009

| 2007-2008
. Resident Approvals (L1011

Assignments (1L103)

« 38 plternative App Monresident
Approvals/School Assignments (L105)

o Denials

» 3£ Recident Denials (Ligzy

» 2 Nonresident Denials (L1044}

» 3% plternative App Monresident Denials
fLios)

« Regular applications {during Feb-april)

& Al Applications

s Approval/Denial Status

¢ Intent to Attend Report
« Alternative Applications

e Al Applications

Letter Templates

« Approvals

o B¥ 101 Resident District Approval Letter.docs

o B¥ | 103 Monresident District Anproval and
School Assignment letter.docx

o B¥ 1105 Nonresident District Alt App Approval
and Schoaol Assignment.docs

+ Denials

o B¥ 102 Resident District Denial lstter--Reg and
Al Apps.docs

o B¥ | 104 Monresident District Denial letter.docy

o B¥ | 106 Monresident District Alt Anp Denial
letter.docx

e Instructions

o Step 1: Export the data

s Step 2: Create yvour templates

& Step 3: Prepare letters using mail merge

Note the school year The exports page will default to the school year for which regular applications are
submitted (that is, the school year following the one you are in). If you are preparing letters for alternative
applications, you must change the school year to theentryear before you download the data.

You may also use the other filters to create your downloads. For example, if you want to work with only
applications for a single grade, you can change the grade filter and the download will include only applicatio
for that grade.



5. Click “Yes.’

@ IR DL Microsoft Excel - x

s ErE A EEEE = |y : | Wl T

Fi Fi

Microsoft Office Excel

Werify that the file iz not cormupted and is from a tusted source before opening the file. Do you want to open the file

ii The file you are tr_l,]ing to open, ‘Resident Approvals 107,815, iz in a different format than specified by the file extenzion.
now’?

start a®€E @



5. This will open the spreadsheet.
RN D Resident Approvals L101.xls - Microsoft Excel - B x
Tl :
| Home | Insert Page Layout Fermulas Data Review View Developer @ - 7 x
= " = . .
‘ & Calibri B PP e ||| === | = General - B} conditicnal Formatting 3= Insert = ﬂ [ﬁ
e $ - % 9 Format as Table - I* Delete - m =
Past - = = =] o~ Sort & Find &
a- ; F | B | 7 g = — | = Eanms (=} Cell Styles - ij Format = | (2 ~ Fi‘IJter - Sélrect -
Clipboard [ | Font [ | Alignment G || Number T Styles Cells Editing ]|
Al -3 I | school_year_full
A B c D E F G H I i
school_year_full] student_full_name_fnf | parent_full_name | parent_full_name2 | mailing_address | mailing_city [mailing_state | mailing_zip | resident_district
2014-2015 Sarah Sugar Belinda Sugar 1582 Hillside Rd |Rhinelander Wi 54501 |Rhinelander
2014-2015 Sarah Sugar Belinda Sugar 1582 Hillside Rd |Rhinelander Wi 54501 |Rhinelander

23

24

4 4 » M| Resident Approvals L101

Ready |

7
]

s start

@ e

® Mic




7.

dick on the Windows symbol arten click on Save As.

Y " L . .
@ W9 D& s Resident Approvals L101.xls - Microsoft Excel - B x
View Developer @ - = x
™ Save a copy of the document . i o
BMew [-E‘—] General - & Cenditienal Formatting ~ | 3*= Insert ~ x - ﬂ [ﬁ
Excel Workbook = e
ﬁa‘ﬁ Kee o.r Format as Table - % Delete - m e
~ Save the file as an Excel Werkbook, " Sort & Find &
23 gpen I B Cell Styles - I ] Format - |27 Filter~ Select
< Excel Macro-Enabled Workbook Styles Cells Editing | |
= Save the workbook in the XML-based -
Conyert and macro-enabled file format. ,
fg Bxcel Binary Workbook D E 3 < i ! i
l I Save [_-ml Save the workbook in a binary file format nt_full_name2 |mailing_address | mailing_city |mailing_state | mailing_zip | resident_district
- optimized fer fast loading and saving. 1582 Hillside Rd |Rhinelander Wi 54501 |Rhinelander
— R Excel 97-2003 Workbook 1582 Hillside Rd |Rhinelander |WI 54501|Rhinelander
& Save Ac Save a copy of the workbocok that is fully
compatible with Excel 97-2003,
@ . OpenDocument Spreadsheet
Brint o0 | Save the workbook in the Open
Deocument Format,
@ Prepare = EDForxes
immm  Publish a copy of the workbook as a PDF
or XP5 file, A
@ Send —] Other Formats
ﬁ Open the Save As dialog box to select
o from all possible file types.
Er! Publish
L]
|_| Close
’ 2] Excel Options ] ’X Exit Excel
21
22
23
24

R Resident Approvals L101

Ready |

s Start

@ e

® Mic

soft A




8. The file will originally be storeals a web page a Downloads folder on your computer.

o) R O & s Resident Approvals L101.xls - Microsoft Excel -

|H0me | Insert Page Layout Fermulas Data Review View Developer @ - 7 x

B & i Y RTINS [ A== |
R A vl (= =]

Past:
SRR 3P Save As

General -

Clipbeard T Save jn: v| @ - A bt Ci B - diting
I Al @ My Recent
A Dacurnents I
I school_year full || | Deskiop ident_district
2 |2014-2015 M}. inelander
3 |2014-2015 Documents |ine|ander
: & Ellgmputer
6 Qe
7
8
9
10
11 =
12 ( )]
13 File name: | "Resident Approvals L1071 xls" i » |
14 Save as lype; |Web Page [*htm; * html] i w |
1‘2 FPage title: J
17 Save: (®) Entire Workbook () Selection: Sheet
18
19 L Save J [ Cancel ]
20 =
21
22
23
24
‘4 4 » M| Resident Approvals L101 %] [ |
Ready |

o @ E @ Mic

s start




9. Go to the location on your computer where you wish to store the export Ble.sure to write down
where you have stored it, you will need to find it when you create your template

Change the file type from Web Page to Excel. Remove the quotesriram the name of the filéAlso
remove any numbers and parentheses (which sometimes appear if you have downloaded the same fil
more than once), unless you want to differentiate between different downloads of the same file.

(On) b9 -« -O C A Resident Approvals L101.xls - Microsoft Excel - B X
i
Home Insert Page Layout Farmulas Data Review View Developer @ - = x
e * . i [ — - p— General - FQ Conditicnal Formatting - 5= Insert - E -
Calibri N N I = . | = . [ﬁ
' - i izt
Paste | B 7 o A & Find &
= : ter ~ Select -
EliphoasdiE Savein | () OPAL APPROVAL AND DENIAL LETTERS AND DATA | v| @~ X iy - JHiting
I Al L—(z hup Recent J
A Documents . R I
| 4 If you need assistance saving : —
1 [school_year full || | (& Deskiop kident_district
Bl 0132015 = your document, please contact nelander
3 |2014-2015 Documents your IT staff. Iinelander
a g
Computer
£ ‘d by Metwork
5] Places
? Remove quotes
8 Change file type toxeel
9
10
1 3
12
13 "Resident Approvals L1071, 815" “ |
14 Save as 02 [yich Page [* htm; ™ himi] ~
15 Fage title Excel Macro-Enabled workbaok [* gkém) ~
16 Excel Binary Workbook [*.«lzb) -
S aver Excel 37-2003 Workbook [*.x] B
17 ®ML Data [ ml)
18 ingle Fil= "web Page [*.mht; * mhtml
“Web Page [ htm; * html]
19 tF:;l [*.hkmn; * htool| [m
20
21
22
23
24
4 4 » M| Resident Approvals L101 %] [
Ready |

= ﬂ [ (@ Microsoft Acc

/s start




10. Save the file.

o) \H 9o -Gd& )+ Resident Approvals L101.xls - Microsoft Excel -
[ ) —
| Home | Insert Page Layout Fermulas Data Review View Developer @ -

| & Calibri -1 -
& 2

Past:
e BIE BPY Save As

General - & Conditicnal Formatting ~

A x|

Clipboard 1 Saveit | () OPAL APPROVAL AND DENIAL LETTERS AND DATA v| @-@ X cu @~ diting |
I Al @ My Recent
A Dacurnents I
1 [school_year full || |(E} Deskiop ident_district
2 |2014-2015 inelander
e [[= 1A ?
3 |2014-2015 acuments inelander
My

& & Computer

E) ‘d b w Metwork.

6 Places

7

2

9

10

11 =
12

13

14

15 -

16 File name: |F|esident Approvals L107.xls b |

17 Save a3 lype: E:- g

18

i (o) (=]

20 /;

21

22

23

24

4 4 » M| Resident Approvals L101 %] [ |

Ready |

@ e

P OPAL Reports, Ex...

/s start

10



11. You have created your first export data file. Repeat with the other data sets, as you wish.

Logout
Contact DPI

Mailbox

Mailbiox

Actively Open Enrolled
All Students

3rd Friday in Sept
Special Education

2nd Friday in Jan

Eeturning Students

Al Alternative Apps

Approve or Deny

Enrcliment

Counted in
Mermbership

Data Entry

Al Applications
Approve ar Deny
Letters

School Assignments
Intent to Attend
Data Entry

Open Enroll Contacts

Logged in as Mary Jo Cleaver

BEFARTHENT oF CPAL Open Enrollment for
| Mailbox | Students | Alt A
Exports

To help you customize letters, we provide export

Year: | 20142015 v

To downloadalternative application
files (L105 and L106), be sure to
change the school ye#on be the
current school year!

Contacts

Grade: |oelect.. v

Availab 2013-2014

2012-2013
« O/ 20112012 non Export
2010-201M
. A 009-2010 orts for Letter Templates
2008-2009
2007-2003

. Resident Approvals (L1011

» 2 Nonresident ApprovalsfSchool
Assignments (1L103)

« 38 plternative App Monresident
Approvals/School Assignments (L105)

o Denials

» 3£ Recident Denials (Ligzy

» 2 Nonresident Denials (L1044}

» 3% plternative App Monresident Denifls

(L1068}
« Regular applications {during Feb-april)
& Al Applications
&« Approval/Denial Status
& Intent to Attend Report
« Alternative Applications

e Al Applications

11

Letter Templates

Approvals

o B¥ L101 Resident District Approval Letter.docs

o ¥ L1023 Nonresident District Approval and
School Assignment letter.docx

o B¥ | 105 Nonresident District Alt &pp Approval
and Schoaol Assignment.docs

+ Denials

o B¥ | 102 Resident District Denial letter--Req and
Al Apps.docs

o ¥ L104 Monresident District Denial letter.docs

o ¥ L106 Nonresident District Alt Anp Denial
letter.docx

e Instructions

o Step 1: Export the data

o Step 2: Create your templates

o Step 3: Prepare letters using mail merge




& OPAL APPROVAL AND DENIAL LETTERS AND DATA

. File Edit WView Fawvorites Tools Help

@Back e \_,) l.@ pSearch [1_ Folders | |2 |3 x K’ '

Address |[E:| Chpocurnents and Settings\CLEAYMI\My DocurmentshOPAL APPROVAL AND DENIAL LETTERS AMD DATA A | Go
@]Altemati\re Apps Monresident Approvals and School Assignments L10S.xls

Ealternative Apps Monresident Denials L106.xls
Eronresident spprovals and School Assignrments L1033
EMonresident Denials L104.x1s

ERresident spprovals L101.xls

HResident Denials L102,xls

-+ start o @ E (® Microsoft Access -, P OPAL Reports, Ex...

T Mail Merge Instru.., & OPAL APPROVAL .., &) 10:45 &M

You are now ready to create your Word Templates in Step 2.

Step 1: Export the Data
Step 2: Create the Templae
Step 3: Prepare theetters Using Mail Merge

Return to the OPAL Exports page aodtinue withStep Zinstructionson creating templates.
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https://dpi.wi.gov/sites/default/files/imce/open-enrollment/pdf/appr_deny_step2.pdf

